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Introduction

This manual provides procedures and instructions for using the Electronic Case Files (ECF) system
to file documents with the court or to view and retrieve docket sheets and documents for civil,
criminal and miscellaneous cases in the system. A Filing User should have a working knowledge of
an ECF-compatible web browser and Adobe Acrobat or equivalent software for creating and reading
Portable Document Files (PDF).

The following definitions are used throughout this User Manual:

A.

“Electronic Filing System” refers to the court’s automated system that receives and stores
documents filed in electronic form. The program is part of the CM/ECF (Case
Management/Electronic Case Files) software which was developed for the Federal Judiciary
by the Administrative Office of the United States Courts.

“Filing User” is an individual who has a court-issued login and password to file documents
electronically.

“Notice of Electronic Filing” is a notice automatically generated by the Electronic Filing
System at the time a document is filed with the system, setting forth the time of filing, the
name of the party and attorney filing the document, the type of document, the text of the
docket entry, the name of the party and/or attorney receiving the notice, and an electronic link
(hyperlink) to the filed document which allows recipients to retrieve the document
automatically.

“PACER” (Public Access to Court Electronic Records) is an automated system that allows
an individual to view, print and download court docket information over the internet.

“PDF” refers to Portable Document Format. A document file created with a word processor,
or a paper document which has been scanned, must be converted to portable document
format to be filed electronically with the court. Converted files contain the extension “.pdf”.

“Proposed Order” is a draft document submitted by an attorney for a judge’s signature. A
proposed order shall accompany a motion or other request for relief as an electronic
attachment to the document.

“Document” Shall include pleadings, motions, briefs, memoranda, exhibits, certifications,
declarations, affidavits, papers, orders, notices, and any other filing by or to the court.

“Technical Failure” is defined as a malfunction of court owned/leased hardware, software,
and/or telecommunications facility which results in the inability of a Filing User

to submit a filing electronically. Technical failure does not include the malfunctioning of
a Filing User’s equipment.




L “In Paper Form” is submitting a document in hard copy on paper.

Help Desk

Contact the court’s Help Desk for telephone assistance in using ECF between the hours
of 8:30 A.M. and 5:00 P.M., Monday through Friday, at one of the following numbers:

Camden - Toll Free 1-866-726-0726 or 1-856-757-5285

Newark - Toll Free 1-866-208-1405 or 1-973-645-5924

Trenton - Toll Free 1-866-848-6059 or 1-609-989-2004
OR

Contact the court via e-mail at ecfhelp@njd.uscourts.gov

ECF System Capabilities

A Filing User with a PACER account, an ECF-compatible web browser, Adobe Acrobat or
equivalent software, and access to the Internet can use the court’s ECF system to perform the
following functions:

Electronically file pleadings and documents in actual cases, 24 hours a day.

View official docket sheets and other documents associated with cases.

Anyone can access the Court’s web page at www.njd.uscourts.gov and perform the following
functions:
View, print or download the most recent version of the ECF User Manual.

Self-train on ECF using the ECF Tutorial, which is available on the district court’s ECF web

[ ]
site.
Practice entering documents into ECF using a “training” system and database. The

“training” ECF system is similar to the “live” ECF database.

Requirements

Hardware and Software Requirements

The hardware and software needed to electronically file, view, and retrieve case documents are the
following:

. A personal computer running a standard operating system such as Microsoft Windows or
Macintosh.
. A word processing software package such as WordPerfect or Microsoft Word.


mailto:ecfhelp@njd.uscourts.gov
http://www.njd.uscourts.gov

Adobe Acrobat software to convert documents from the format of their native application
to portable document format (PDF) may be needed if your word processing software does
not have built-in conversion capabilities.

. A scanner to convert paper documents that are not in a word processing format to PDF
format for electronic filing in the court’s ECF system. Use a scanner ONLY if you cannot
electronically prepare your documents with a word processing software package and convert
them to PDF format. When scanning documents for ECF, scan with a “black and white”
setting, and at a resolution of 200 dpi. Scanning at resolutions greater than 200 dpi tends to
clutter the electronic transfer with unwanted markings and print. All documents should be
scanned with a “black and white” setting.

. An Internet service provider and web browser. The court has verified that its installed
version of ECF is compatible with Netscape Navigator version 4.7x & 7.0x or Internet
Explorer 5.5x & 6.0x.

Scope of Electronic Filing

All civil, criminal and miscellaneous cases filed in this court on or after January 5, 2004, will be
entered into the court’s Electronic Case Filing (“ECF”) System in accordance with the Electronic
Case Filing Policies and Procedures. Except as expressly provided in the Electronic Case Filing
Policies and Procedures and in exceptional circumstances, all documents shall be filed
electronically.

The filing of initial papers in civil cases, such as the complaint, notice of removal, and the issuance
and service of the summons, and, in criminal cases, the indictment or information, including any
superseders, warrant for arrest or summons, will be accomplished by filing in paper form
accompanied by a disk or CD Rom containing the signed document in PDF format. In a case
removed to the federal court, parties are requested to provide electronic copies of all documents
previously filed in the state court. Procedures for filing an initiating document are outlined in the
section entitled “How to File Initial Pleadings/Documents.”

Service of summons and complaint must be made under Federal Rule of Civil Procedure 4 and
applicable Local Rules governing service.

A party who is not represented by counsel must file papers with the clerk in paper form.

Exceptions to Electronic Filing
Exceptions

(1) Permissive Exceptions



The following documents may be excluded from the Electronic Filing System and filed
solely on paper:

(a) In cases where the record on an administrative proceeding (excluding Social
Security cases) or other prior proceeding must be filed with the court, such a record
may be served and filed in hard copy without prior motion and order of the Court.

(b) A party may move for permission to serve and file in paper form
documents that can not reasonably be scanned.

(2) Mandatory Exceptions

The following documents are excluded from the Electronic Filing System and shall be
filed solely on paper:

(a) Administrative Records in Social Security Cases
(b) Transcripts (by Official Court Reporters/Electronic Sound Recording System)

(c) Grand Jury Matters
The following documents are examples of Grand Jury Matters:

Minute sheets of Swearing in and empanelment

Grand Jury Returns

Voting Slips

Motions to quash subpoenas and orders ruling on them
Motions to enforce subpoenas and orders ruling on them
Motions for immunity and orders ruling on them

Motions for appointment of counsel and orders ruling on them

(d) Warrants Issued
The following are examples of types of warrants issued.

Arrest Warrants

Seizure Warrants

Search Warrants

Pen Registers

Wire Tap Orders

Bench Warrants



Sealed Documents

A document subject to a sealing order or order of confidentiality must be submitted in paper form,
in a sealed an envelope clearly marked “sealed” and shall be accompanied by a disk or CD-ROM
containing the signed document in PDF format. A motion to file adocument under seal may be filed
electronically, unless prohibited by law. The order of the court authorizing the filing of documents
under seal may be filed electronically, unless prohibited by law. A paper copy of the sealing order
must be attached to the documents under seal and be delivered to the Clerk.

Disk or CD Rom

All documents submitted on paper, including initial papers, must be accompanied by a disk or CD
Rom containing the signed document in PDF form.

Courtesy Copies

In addition to the electronic filing of all motion papers, including briefs, in support of or in
opposition to a motion, the filer must submit forthwith to the Judge’s or Magistrate Judge’s
Chambers one courtesy copy of a filed paper or brief in paper form without disk or CD-Rom, unless
otherwise directed by the judicial officer. These documents shall be clearly marked as courtesy
copies.

Eligibility, Registration and Passwords

An attorney admitted to the Bar of this court, including attorneys authorized to represent the United
States, may register as a Filing User by completing the prescribed registration form and submitting
it to the Clerk of Court. Exceptions to this requirement are out-of-state attorneys that: 1)represent
a party in an action transferred to New Jersey pursuant to an Order issued by the Judicial Panel on
Multidistrict Litigation'; or 2) attorneys who are retained to represent defendants in criminal cases.
The form is also available on the court’s web site at www.njd.uscourts.gov Registration as a Filing
User constitutes consent to electronic service of all documents in accordance with the Federal Rules
of Civil Procedure and the Federal Rules of Criminal Procedure.

When registering as an ECF Filing User, an attorney is certifying that he/she has completed the ECF
tutorial on the Court’s web site or some other form of training. It is recommended that a PACER

'"Pursuant to the General Rules of the Judicial Panel on Mutlidistrict Litigation, any
attorney of record in an action transferred under Section 1407 may continue to represent his or
her client in any district court of the United States to which such an action is transferred;
therefore, parties are not required to obtain local counsel in the district to which such action is
transferred.
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(Public Access to Court Records) account be established, which can be accomplished by visiting
the PACER website at http://pacer.psc.uscourts.gov. After verification, the Filing User will receive
an electronic notification of the user login and password. It is important to remember that all ECF
login names and passwords are case sensitive. A Filing User shall protect the security of the User’s
password and immediately notify the court’s Help Desk if the Filing User suspects that the
password has been compromised.

A Filing User will promptly notify the court if there is a change in personal data, such as name, e-
mail address, telephone number, etc., as required under Local Civil Rule 10.1.

The E-Filing Registration Form includes a field for the user’s email address. This email address
is essential in order to receive Notices of Electronic Filing. It can be the user’s business or personal
email address. The registration form also includes a space for a secondary e-mail address. This can
be an email address for another person designated to receive these Notices. If you change the email
address for receiving Notices of Electronic Filing, notify the Clerk’s Office promptly by email to
ecfchange@njd.uscourts.gov

An applicant can register on-line or can return the completed and signed registration form to the
Clerk’s Office, United States District Court for the District of New Jersey, ATTN: ECF
Registration, 402 East State Street, Room 2020, Trenton, NJ 08608.

Pro se Parties - A party who is not represented by counsel must file papers with the clerk in
paper form without a disk or CR-ROM.

PACER Registration

It is recommended that ECF Filing Users have a PACER (Public Access to Electronic Records)
account. PACER is a fee for use service offered by the Administrative Office of the United States
Courts. If you do not have a PACER login, contact the PACER Service Center to establish an
account. You may call the PACER Service Center at (800) 676-6856 or (210) 301-6440 for
information or to register for an account. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov.

ECF Training

Before becoming a Registered User, individuals must certify they have completed some form of
ECF Training. The District of New Jersey offers the following ECF training:

1) Training classes are held at the courthouses in Camden, Trenton and Newark. The training is
conducted by the Clerk’s Office and you may obtain the training schedule by visiting the court’s
web site at www.njd.uscourts.gov_or by calling the Clerk’s Office and requesting a copy;

2) ECF Tutorial - Computer-based training available online at the court’s web site at
www.njd.uscourts.gov.

3) On-site training may be conducted at an eligible law firm and can be arranged through the
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Clerk’s Office. To register for class training or arrange on-site training please contact the Court’s
Training Department at (609)989-0570.

4) We strongly recommend that Filing Users practice in the “training” ECF database before filing
documents in the “live” ECF data base. Instructions for access to the training data base, and
training user names and logins are posted on the court’s website.

Consequences of Electronic Filing

Electronic transmission of a document to the Electronic Filing System in accordance with the
Electronic Case Filing Policies and Procedures, together with the transmission of a Notice of
Electronic Filing from the court, constitutes filing of the document for all purposes of the Federal
Rules of Civil Procedure, the Federal Rules of Criminal Procedure and the Local Rules of this court,
and constitutes entry of the document on the docket kept by the clerk under Fed.R.Civ.P. 58 and 79
and Fed.R.Crim.P. 49 and 55.

Before filing a scanned document with the court, a Filing User must verify its legibility.

When a document has been filed electronically, the official record of that document is the electronic
recording as stored by the court, and the filing party is bound by the document as filed. A document
filed electronically is deemed filed on the date and time stated on the Notice of Electronic Filing
from the court.

Filing a document electronically does not alter the filing deadline for that document. Electronic
filing must be completed before midnight Eastern time in order to be considered timely filed that
day. In accordance with Rule 6(e) of the Federal Rules of Civil Procedure and Rule 45(c) of the
Federal Rules of Criminal Procedure, service by electronic means is treated the same as service by
mail for the purposes of adding three (3) days to the prescribed period to respond.

Entry of Court Orders and Related Papers

All orders, decrees, judgments, and proceedings of the court entered or issued by the court will be
filed in accordance with the Electronic Filing Policies and Procedures, and such filing shall
constitute entry on the docket kept by the clerk under Fed.R.Civ.P. 58 and 79 and Fed.R.Crim.P. 55.

All orders will be filed electronically by the court or court personnel. An order filed electronically
without the original signature of a judge, but with a “s/” designation on the signature line above the
Judge’s name, shall have the same force and effect as if the judge had affixed a signature to a paper
copy of the order and the order had been entered on the docket in a conventional manner.

The assigned judge or the clerk’s office, if appropriate, may grant routine orders by a text-only
docket entry for which a Notice of Electronic Filing will be generated. In such cases, no PDF
document will be issued, and the text-only entry shall constitute the court’s only order on the matter.

A Filing User submitting a proposed order to a motion should submit the document as an electronic
attachment to the motion. Any other type of proposed order or proposed document must be



submitted directly to chambers. Filing Users should contact chambers to determine how the
proposed document should be submitted (i.e., via email or in paper form.)

Notice of Court Orders and Judgments

Immediately upon the entry of an order or judgment in an action, the clerk will transmit to Filing
Users in the case, in electronic form, a Notice of Electronic Filing. Electronic transmission of the
Notice of Electronic Filing constitutes the notice required by Fed.R.Civ.P. 77(d) and Fed.R.Crim.P.
49(c).

Signatures
Attorney Signatures

The user login and password required to submit documents to the Electronic Filing System serve

as the Filing User’s signature on all electronic documents filed with the court. They serve as the
signature for purposes of Fed.R.Civ.P.11, all other Federal Rules of Civil Procedure, the Federal
Rules of Criminal Procedure, the Local Rules of this court, and any other purpose for which a
signature is required in connection with proceedings before the court.

An electronically filed document, or a document submitted on disk or CD-ROM, and in compliance
with Local Civil Rule 10.1 and 11.1, must include a signature line with “s/”, as shown below.

s/ Jennifer Doe

No Filing User or other person may knowingly permit or cause to permit a Filing User’s password
to be used by anyone other than an authorized agent of the Filing User.

Multiple Signatures

A document requiring signatures of more than one party must be filed electronically either by: (1)
submitting a scanned document containing all necessary signatures; or (2) in any other manner
approved by the court.

Non-Attorney Signatures

A document requiring the signature of a non-attorney must be filed electronically by: (1) submitting
a scanned document containing all necessary signatures; or (2) in any other manner approved by the
court.

Service of Documents by Electronic Means

A. Service of process - Nothing in this User Guide or the Electronic Filing Policies and
Procedures shall affect the manner of filing and service of complaints (including third-party



complaints) and the issuance and service of summonses, which in all civil actions shall
continue to be filed, issued and served in paper form and in conformance with the Federal
Rules of Civil Procedure and the Local Rules of the this Court.

B. Other Types of Service
1. Filing User

Upon the electronic filing of a pleading or other document, the court’s Electronic Filing
System will automatically generate and send a Notice of Electronic Filing to all Filing Users
associated with that case. Transmission ofthe Notice of Electronic Filing constitutes service
of the filed document.

The Notice of Electronic Filing includes the time of filing, the name of the party and attorney
filing the document, the type of document and the text of the docket entry, with an electronic
link (hyperlink) to the filed document, allowing anyone receiving the notice electronically
to retrieve the documents automatically. If the Filing User becomes aware that the Notice
of Electronic Filing was not transmitted successfully to a party, or that the notice is deficient,
e.g., the electronic link to the document is defective, the filer shall serve the electronically
filed document by e-mail, hand, facsimile, or by first class postage prepaid mail immediately
upon notification of the deficiency of the Notice of Electronic Filing.

The submission of the Registration Form to the Court constitutes consent to service of all
papers via the Court’s Electronic Filing System as provided in Fed.R.Civ. P. 5(b) and 77(d),
and the “Notice of Electronic Filing” that is automatically generated by the court’s Electronic
Filing System constitutes service of the filed document on Filing Users.

A certificate of service must be included with all documents filed electronically. The
certification must indicate how service was accomplished i.e., electronically and/or other
means as provided in Fed. R.Civ. 5(b).

2. Non ECF Filer

A Non ECF Filer is entitled to receive a paper copy of any electronically filed document from
the party making such filing. Service of such paper copy must be made according to the
Federal Rules of Civil Procedure, the Federal Rules of Criminal Procedure and the Local
Rules of this court. It is the responsibility of Filing Users to send paper copies of the
document and the Notice of Electronic Filing to attorneys who are non ECF filers and pro
se parties.

C. Time to Respond Under Electronic Service

In accordance with Rule 6(e) of the Federal Rules of Civil Procedure and Rule 45(c) of the
Federal Rules of Criminal Procedure, service by electronic means is treated the same as
service by mail for the purposes of adding three (3) days to the prescribed period to respond.

Retention Requirements

A document that is electronically filed and requires an original signature other than that of the Filing
User must be maintained in paper form by counsel and/or the firm representing the party on whose



behalf the document was filed until one year after all periods for appeals expire. Such papers in
criminal cases shall be retained by the United States Attorney. On request of the court, the ECF
Filing User or law firm must provide the original document.

Preparation

Setting Up Adobe Acrobat PDF Reader

A Filing User must install Adobe’s Acrobat or Acrobat Reader in order to view documents that have
been electronically filed with the Clerk’s Office. Depending on your word processing software’s
capabilities, a Filing User may need to install the full version of Adobe’s Acrobat software to convert
electronic files from their native word processing application format to Portable Document Format
(PDF). All documents must be converted to PDF format before filing them electronically with the

court. After installing these products, review and follow Adobe’s directions for using Acrobat or
Acrobat Reader.

Portable Document Format

Only documents in PDF format may be filed with the Court using its ECF System. Before filing a
document with the Court, users should preview the actual PDF document to ensure it is complete,
in the proper format and contains the .pdf extension.

Viewing a PDF Document

Open Adobe Acrobat or Acrobat Reader

Select [File] on the menu bar and choose [Open] from the drop-down window.

Click on the location and file name of the PDF document you wish to view.

Acrobat loads the file and displays it on your screen. Verify this is the document
you wish to send.

If the displayed document is larger than the screen or contains more than one page, use the scroll
bars and buttons to move around within the document.

Click on the View menu to select other options for viewing the document. Choose the option that
best suits your viewing needs.

Converting Electronic Documents to PDF Format

You must convert all documents to PDF format before submitting them to the Court through its
Electronic Case Filing (ECF) system. This conversion process requires Adobe Acrobat or word
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processing software with PDF conversion capabilities. It is highly recommended that original
documents are created with Times New Roman font, this will produce the best printed results.

When using Adobe to convert documents to PDF format do NOT turn on any security features.
When using Adobe 6 please configure Distiller to be Adobe 5 compatible.

Open Adobe Acrobat.

Click on Tools on the menu bar.

Select Distiller from the menu.

Click on Settings.

Select Job Options from the menu.

Change Compatibility to ‘Acrobat 5.0 (PDF1.4)’

For all versions of Microsoft Word, all Microsoft Office products, versions of WordPerfect
below Version 9

Install Adobe Acrobat on your computer.

In your word processing application, open the document you wish to convert.

Select [Print] from the menu bar. Within the Current Printer field of Printer window, select the
option to change the selected printer. A drop-down menu opens and a list of choices is displayed.
Select Adobe PDF Distiller.

Click [OK] to “print” the file. Instead of the file printing to your printer, the following window
opens. See Figure 1.

Figure 1
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Name the document, verify the “saved file type” is .pdf, and click the [Save] button.

Y our document is now saved as a PDF file and will be uploaded to ECF later in the filing process.

Alternately, you can publish documents to PDF using WordPerfect feature “Publish to PDF”.

Basics
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User Interactions

A User will normally interact with the Electronic Case Filing (ECF) system in three ways.
1. Entering information in data fields

2. Mouse-clicking on hyper links

3. Selecting command buttons to direct system activities

Conventions used in this manual:

User data entry is shown enclosed in angle brackets: <data entry>

Hyperlinks are displayed in underlined bold face type.

Command buttons appear in [bracketed bold face type].
Incorrectly Filed Documents/Documents Filed in Error

A document incorrectly filed in a case may result from:

a) posting the wrong PDF file to a docket entry;

b) selecting the wrong document type from the menu; or

c) entering the wrong case number and not discovering the error before completing the
transaction.

Once a document is filed electronically, corrections to the docket can only be made by the Clerk’s
Office. The System will not permit the filing party to make changes to the document or docket entry
once the transaction has been accepted.  Only upon an Order of the Court can a document be
removed or withdrawn from the ECF System.

For assistance telephone the ECF Help Desk, as soon as possible after an error is discovered, at one
of the following numbers:
Camden - Toll Free 1-866-726-0726  or 1-856-757-5285
Newark - Toll Free 1-866-208-1405 or 1-973-645-5924
Trenton - Toll Free 1-866-848-6059  or 1-609-989-2004
OR

Contact the court via e-mail at ecthelp@njd.uscourts.gov.
You will need to provide the case and document number for the document in question. The Clerk’s
Office will not make corrections or delete the Filing User’s submission except to enter a notation on

the docket “Clerk’s Office Quality Control Message” You will be advised if you need to re-file the
document or petition the court for other appropriate relief.

12
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Viewing Transaction Log

This feature, selected from the Utilities menu allows you to review all transactions ECF has processed
under your login and password. If you believe or suspect someone is using your login and password
without your permission, contact the Court as soon as possible.

User’s Manual
You can download or view the most recent version of the ECF User’s Manual (in PDF format) from

the District Court’s web page. Enter the address, www.njd.uscourts.gov  When the court’s web page
opens, click on the Electronic Filing Info hyperlink.

Note:  The ECF User Manual is best viewed using Version 6 of Adobe Acrobat Reader. The
electronic version of the User Manual contains bookmarks to help you navigate quickly
from one section to another. This book marking feature can be viewed only with Acrobat
Reader 6.0. Users can download a free copy of Acrobat Reader 6.0 from Adobe’s web
site at http://www.adobe.com

Entering the ECF System

This section of the User Manual provides instructions for entering the Electronic Case Filing System
(ECF). You may enter the system by going to the Court’s web page at www.njd.uscourts.gov and
clicking on the Electronic Filing System hyperlink. After clicking on the Electronic Filing System
hyperlink, click on the District of New Jersey [Live] Document Filing System hyperlink.
Alternatively, Filing Users may enter the ECF System directly by typing in the following URL into
the location field of their ECF-compatible web browser

http://ecf.njd.uscourts.gov
This URL connects you directly to the Court’s ECF Screen.

Logging In
The following are the instructions for logging into the ECF system. You should have already
received a login and password when you registered for electronic filing. If you have not been

contacted by the Clerk’s Office with a login and password, you are not yet officially registered in
ECF. Please contact the Help Desk for assistance. Figure 2 depicts the login screen.
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Enter your ECF login name and user password in the appropriate data entry fields. It is important
to remember that all ECF login names and passwords are case sensitive.

Note: Use your ECF login and password if you are entering the system to file a document. If you
only wish to enter ECF to query the database for case information or to view a document, enter your
PACER login and password. A fee increase from .07 cents per page to .08 cents per page for public
access to court electronic records (PACER) was approved by the Judicial Conference of the United
States at its September 2004 session, this fee increase became effective 1/1/05. The charge is for
viewing, printing, and/or downloading case documents and dockets. The maximum amount you will
be charged is $2.40 or 30 pages viewed, printed, or downloaded.

If login fails, click on the [Clear] button to erase the login and password entries and re-enter the

correct information. After you enter the correct login and password information, click on the
[Login] button to transmit your user information to the ECF system.
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If the ECF system does not recognize your login and password, it will display the following error
message on the screen.

Login failed either your login name or key is incorrect.
Click on the browser [Back] button and re-enter your correct login and password.

After ECF accepts your login and password, the main ECF screen with a blue functional
selection bar at the top will be displayed. See the Figure 3.

Figure 3

) CM/ECF LIVE - U.S. District Court for the District of New Jersey - Mozilla Firefox

Eile  Edit Mew Go Bookmarks Tools  Help
@ - @ o @3 | [ httes:ject nid.cires, denjcar-bin/login.pleL 11257720267913-L_238_0-1 ~| [GL

[ Firefox Help [ Firefox support [ ] Plug-in FAQ

Criminal . Query - Reports . utilities

U.S. District Comrt
District of New Jersey [LIVE]

Official Cowrt Electronic Document Filing System

Cuarrent Version 2.3

This facility is for Official Coure Business only. Activity to and from this site is logged. Documen! £ filings on this system are subject fo Federal Rule of Civil
Pracedure 1 1. Evidence of unauthorized or criminal activiy vill be forv, to the taw afficials.

Welcome to the ULS. District Court for the District of New Jersey [LIVE] Electronic Document Filing System. This page is for the use by attorneys and firms
participating in the elactronic filing system. The most recent varsion of the Netscape browser and the Adobe PDF reader can be obtained by selecting the
NotscapelPDF Settings aption listed below.

You should become fauliar with the a af your broswer. Most scraen displays in this system are sphit io provide a small top
Frame for Review s frame for neve tips.

~
2 pone

) CMIECF LIVE - 5. D .

Note: The date and time you last logged onto the system appears at the bottom left corner of
this screen.  You should review this information each time you login. If you believe that
the date and time you last logged in are incorrect, or you suspect an unauthorized party is
using your login and password, contact the Court as soon as possible.

Selecting ECF Features

ECF provides the following features that are accessible from the Blue menu bar at the top of the
opening screen.

Civil - Select Civil to electronically file all civil and miscellaneous case pleadings, motions, and
other court documents. If filing in a miscellaneous case be sure to select “mc” as the case type.

Criminal - Select Criminal to electronically file all criminal case pleadings, motions, and other

15



criminal court documents.

Query - Select Query to search ECF by specific case number or party name to retrieve information
and documents that are relevant to the case. You will be prompted to login to PACER before you
can query ECF.

Reports - Choose Reports to retrieve cases-filed reports and docket sheets. You will be prompted

to enter your PACER login and password before you can view an ECF report.
Utilities - View your personal ECF transaction log in the Utilities area of ECF.

Logout -
time you log in.

Allows you to exit from ECF and prevents further filing with your password until the next

Civil Events Feature

Filing Users will use the Civil Events feature of ECF to electronically file and docket with the
Court a variety of pleadings, motions, and other documents for civil cases.

General Rules and Manipulations
Manipulating the Screens

Each event screen has two buttons associated with data entry:

Use the ~£!%3" | button to remove all characters entered in its associated field or box.

Mext ' .
Use the _I button or the _submit button to accept entered data, display the next data-entry
screen and commit and finalize your transaction.

Correcting a Mistake
Figure 4

;{i\]fﬁ@.d@.;&

Back  Forward  Reliad  Home  Seach  Metscape  Pint Securby i

Use the [Back] button on the browser toolbar to retrieve the previous screen to correct data entry
errors. Only the Clerk’s Office can make changes or corrections to documents that have already been
transmitted to the court. You may use the [Back] button of your browser to correct data entry until
you see the following warning message:

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no
further opportunity to modify this transaction if you continue.

Once you click on the [Next] button after seeing this message you will have no further opportunity
to go back and correct any mistakes. Once a document is filed electronically corrections to the
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docket can only be made by the Clerk’s Office. The Clerk’s Office will not make corrections or
delete a Filing User’s submission except to make a notation on the docket “Clerk’s Office Quality
Control Message. You will be advised if you need to re-file the document or petition the court for
other appropriate relief.

Filing a Civil Complaint

Civil Complaints shall be filed by hard copy in the traditional manner on paper. To file a new case,
you should submit to the Clerk’s Office:

. One (1) paper copy of the Complaint or other initiating document along with any
attachments and/or motions or other documents being filed at the same time.

. One (1) paper copy of the Civil Cover Sheet ( a PDF version of the Civil Cover Sheet is not
required).

. A 3 2 inch disk or CD Rom containing a PDF version of the complaint or other initiating
document(s) and any attachments, and/or motions or other documents being filed at the same
time.

. Payment of the filing fee in the amount of $ 250.00

The Clerk’s Office will open the case in ECF, and electronically file and docket the complaint or

other initiating document and any other documents submitted. You will be electronically notified

of the filing of the complaint. The Clerk’s Office will issue submitted summons. The paper
summons will be returned to you for service. The official court document will be the PDF version

electronically filed.

How To File Documents in Civil, Criminal and Miscellaneous Cases

There are nine basic steps for filing a pleading and/or document in ECF.

o Select the Case Type from the blue menu bar at the top of your screen (Civil or Criminal).
o Select the type of Event to file (e.g. motion, etc.).

o Enter the case for which the pleading or document is being filed.

o Designate the parties for whom the pleading or document is being filed.

o Specify the PDF document to file.
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o Add attachments, if any, to the document being filed.
« Modify docket text as necessary.
o Submit the pleading or document to ECF.
» Receive notification of docketing.
After successfully logging into ECF, follow these steps to file a pleading.

For purposes of describing the Electronic Filing process and the ECF screens,
this section of the User Manual describes the process for filing a Motion in ECF.

1. Select the Type of Civil Event that is being filed.

3 ]
0 Ciwil »  Criminll  »  Query Reports ~ +  Utliies +  Logout o_

Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event window opens
displaying all of the events from which you may choose for your filing.

Click on Motions under Motions and Related Filings.

Figure 5

Cirdl HEwantx

Initial Fleadings and Service Chither Filings
Duigc oves Thopuinenta
i Licbices
Dither Brpwmeras Trial Drecutnents
Antpal Do cuments
DIIodons and Related Flings Dphet T cgnents
IAotions

Dipfoogiticts st Feplies

The Motions screen appears and displays a motion selection field with a scroll bar next to it.
See Figure 6. Scroll through the menu until you find the type of motion or application you wish
to file. For demonstration purposes, highlight the appropriate motion event and click the
[NEXT] button.
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Figure 6
~

Criminal + Query + Reports + Utiities + Logout o_

Motions

(reder of Sale A
Fartial Summary Judgment
Perrrianznt Injunction

Preliminary Injuncion

Proceed In Forma Pauperis =
Procuce

Protective Order

(luash M

Tip: Type the first letter of the event you wish to select and ECF will scroll to the first
pleading beginning with the letter that you typed.

Note: To select more than one event, press and hold down the Ctrl key, and click on each of]
the desired forms of relief.

2. Locate the Case for Which the Document is Being Filed

A new Motions screen opens with a Case Number field. See Figure 7. Enter the number of the case

for which you are filing a motion and click on the [NEXT] button. Examples of acceptable formats
for the entry of case numbers are listed to the right of the Case Number field.

If the number is entered incorrectly, click the [CLEAR] button to re-enter. When the case number
is correct, click on the [NEXT] button.
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Figure 7

EE F Civil » Criminal + Query =« Reports  « Utilities

Motions

Case Number
|n2-555

PR-12345, 1:.99-m-12345, 1-99-rv- 12345, 99012345, or 1990w 2345

Nen-dl Clear |

Note: If the case number you are filing in is 1:02¢cv555, you can enter the case number in any of]
the following formats:
02-555

02cv555

1:02-cv-555
1-02-cv-555
1:02cv555
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Note: ECF defaults to the last case in which you worked. Ensure the proper case number is
entered in this field to avoid filing your document to the wrong case. The case number format
is Year-Number. The case type is not needed. If ECF finds a civil and criminal case with the
same number it will list both cases. You will need to select the appropriate case number.

If you submit a case number that is formatted incorrectly, ECF will display an error message
advising you of the correct format for entering the case number.

Click [OK] to acknowledge and close the error message. Click on the [CLEAR] button on the
screen and re-enter the case number in the correct format.

Click on the [NEXT] button.
3. Designate the Parties for Whom the Document is being filed.
A screen with a list of parties in the case is displayed. See Figure 8 below.

Figure 8

Criminal + Query Reports  « Utilities

Motions

[3:02-cv-00555-TIV Calpin v. Termisa

Select the filer.

Select the Party:

Calpin, ke AddiCreate New Party
Terruso, Lou

M Clear |

Highlight the name of the party or parties for whom you are filing the motion. If you represent
all defendants or all plaintiffs you may select the entire group by holding down the CTRL KEY
while pointing and clicking on each party in the group.

After highlighting the parties filing the motion, click on the [NEXT] button.
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Create Attorney/ Party Association

The first time you file a document on behalf of a party you will be asked to associate yourself with
that party. Place a v'in the box located in front of the party’s name. See Figure 20.

You can place a v in the box before the word LEAD if you wish

A v will be automatically placed in the box before the word NOTICE.

PLEASE LEAVE THE v BEFORE THE WORD NOTICE OR YOU WILL NOT RECEIVE
NOTICES OF ELECTRONIC FILING WHEN DOCUMENTS ARE FILED IN THE CASE.

Answers to Complaints
2:02-cv-01517-FSH-PW v USA

The following attorneylparty associations do not exist for this case
Please check which associations should be created for this case.

[IUSA (pty.df}) represented by attormey15 (ay) [/ Lead  [7] Nofice

4. Specify the PDF Document to File

Note: It is imperative that you attach an electronic copy of the actual document when prompted
by the system. All documents that you intend to file in ECF MUST be in PDF format.
Otherwise, ECF will not accept the document for filing.

ECF accepts the party or parties you selected and displays a new screen. See Figure 9. ECF
displays a field for locating and entering the PDF file of the document you are filing.
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Figure 9

Motions

3:02-cy-00555-TIY Calpin v. Terruso

Select the pdf document (for example: CA90e+301-21 pdf).

Filename

4 ttachments to Document: & Nao O Ves

Nextl Clear |

Click on the [Browse] button. ECF opens the screen depicted in Figure 10 below.

Figure 10

Filz Upload

Lok jn: | 3l PDF Files B ﬁl

File name: | Open I
Filez aof type: IHTII.-1L Files j Cancel |

Z
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Change the Files of type from:

Flls of ppe: [ HTML Files B
to

Files of bpe: [Acrabat - pef] jid
or

Fies of rpe: [0 Fies [ -

Navigate to the appropriate directory on your local or network drive to select the PDF document
you wish to file.

Highlight the file to upload it to ECF.

Note: To verify you have selected the correct document, right mouse click on the highlighted
file name to open a quick menu and left mouse click on [Open]. See Figure 11. Adobe
Acrobat or Acrobat Reader will launch and open the PDF document that you selected. You
should view the document to verify that it is the correct document. Once you have verified the
document is correct, close Adobe Acrobat.

Figure 11

File Upload
Laok in: | 3 PDF Fies -]

Select

wl
Frirt

gl AddtoZip

a
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Click on the [Open] button on the screen. ECF closes the File Upload screen and inserts the
PDF file name into the Filename box. See Figure 12.

Figure 12

Criminal + Query

3:02-cw-00555-TY Calpin v, Terruso

Select the pdf document (for example: CA99cv301-21 pdf).

Chkdy Documents\FOP3_0Z2_ow bhbpdf ) |

Attachments to Document: ™ Mo Tes

Nextl Clear |

Note: Ensure the highlighted file name appears in the File name field on the screen.

If there are no attachments to the document, click on [Next].

In the event you selected a highlighted file that is not in PDF format, ECF will display the error
message depicted in Figure 13, after you click on the [Next] button. ECF will not permit you to
file a document that is not in PDF format.

Figure 13

Criminal - Ouery

Motions
202 cw-00555-TI Calpin v. Terruso

ERRCOR: Document is niot a well formed PDF document (no further information is awvailable).

Click on the [Back] button and ECF will return to the previous screen. Select and highlight the
PDF file and proceed as before.
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Failure to Select a Document to File

If you fail to select a document to file, ECF will display the error message depicted in Figure 14.

Figure 14

ecl-train.dcd. uscourts. gow - [JavaScrip

& M ate; o have not selected a document,

If you click [OK] on the screen depicted above, ECF will return you to the Motions screen.
You cannot proceed without attaching a PDF document.

If you do not have attachments to the document you are filing, select [No]. Click on [Next] and
proceed to Section 6 - Refining the Docket Text.

Page Limits
If a file exceeds 2MB it must be split into smaller files, the following are suggested:

1.

Word Processing Documents Converted to PDF
Documents created with a word processing program such as WordPerfect or Microsoft
Word and correctly converted or published to PDF format will generally be smaller than
a scanned document. To create a compact PDF file, use the following setting on your
word processing software:

A. The output should be in Grayscale. Color will make the document larger.

B. Use Basic Font Sets and Not Embedded Fonts

Scanned Documents - Documents scanned to PDF are generally much larger than those
created using a word processing system. If graphs or color photos are included, one page
may exceed the 2MB size limit.

A. Your scanner output should be set to Not to Exceed 200 DPI Resolution.

B. Color scanning should not be included at all. Again, use Grayscale.
A 50 page document scanned to PDF will most likely equal 2 MB.

To verify that the size of a document is below the 2MB limit, right-click on the PDF
document to open a Quick Menu. Select Properties. This will open a window that
provides file size information. If the file size is less than 2MB, (1024KB equals 1MB) it
can be filed electronically. If it is more than 2MB, it will need to be divided into two or
more files, with each file being 2MB or less.
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Note: ECF defaults to the last case in which you worked. Ensure the proper case number is
entered in this field to avoid filing your document to the wrong case. The case number format
is Year-Number. The case type is not needed. If ECF finds a civil and criminal case with the
same number it will list both cases. You will need to select the appropriate case number.

If you submit a case number that is formatted incorrectly, ECF will display an error message
advising you of the correct format for entering the case number.

Click [OK] to acknowledge and close the error message. Click on the [CLEAR] button on the
screen and re-enter the case number in the correct format.

Click on the [NEXT] button.
3. Designate the Parties for Whom the Document is being filed.
A screen with a list of parties in the case is displayed. See Figure 8 below.

Figure 8

Criminal + Query Reports  « Utilities

Motions

[3:02-cv-00555-TIV Calpin v. Termisa

Select the filer.

Select the Party:

Calpin, ke AddiCreate New Party
Terruso, Lou

M Clear |

Highlight the name of the party or parties for whom you are filing the motion. If you represent
all defendants or all plaintiffs you may select the entire group by holding down the CTRL KEY
while pointing and clicking on each party in the group.

After highlighting the parties filing the motion, click on the [NEXT] button.
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Create Attorney/ Party Association

The first time you file a document on behalf of a party you will be asked to associate yourself with
that party. Place a v'in the box located in front of the party’s name. See Figure 20.

You can place a v in the box before the word LEAD if you wish

A v will be automatically placed in the box before the word NOTICE.

PLEASE LEAVE THE v BEFORE THE WORD NOTICE OR YOU WILL NOT RECEIVE
NOTICES OF ELECTRONIC FILING WHEN DOCUMENTS ARE FILED IN THE CASE.

Answers to Complaints
2:02-cv-01517-FSH-PW v USA

The following attorneylparty associations do not exist for this case
Please check which associations should be created for this case.

[IUSA (pty.df}) represented by attormey15 (ay) [/ Lead  [7] Nofice

4. Specify the PDF Document to File

Note: It is imperative that you attach an electronic copy of the actual document when prompted
by the system. All documents that you intend to file in ECF MUST be in PDF format.
Otherwise, ECF will not accept the document for filing.

ECF accepts the party or parties you selected and displays a new screen. See Figure 9. ECF
displays a field for locating and entering the PDF file of the document you are filing.
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Figure 9

Motions

3:02-cy-00555-TIY Calpin v. Terruso

Select the pdf document (for example: CA90e+301-21 pdf).

Filename

4 ttachments to Document: & Nao O Ves

Nextl Clear |

Click on the [Browse] button. ECF opens the screen depicted in Figure 10 below.

Figure 10

Filz Upload

Lok jn: | 3l PDF Files B ﬁl

File name: | Open I
Filez aof type: IHTII.-1L Files j Cancel |

Z
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Change the Files of type from:

Flls of ppe: [ HTML Files B
to

Files of bpe: [Acrabat - pef] jid
or

Fies of rpe: [0 Fies [ -

Navigate to the appropriate directory on your local or network drive to select the PDF document
you wish to file.

Highlight the file to upload it to ECF.

Note: To verify you have selected the correct document, right mouse click on the highlighted
file name to open a quick menu and left mouse click on [Open]. See Figure 11. Adobe
Acrobat or Acrobat Reader will launch and open the PDF document that you selected. You
should view the document to verify that it is the correct document. Once you have verified the
document is correct, close Adobe Acrobat.

Figure 11

File Upload
Laok in: | 3 PDF Fies -]

Select

wl
Frirt

gl AddtoZip
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Click on the [Open] button on the screen. ECF closes the File Upload screen and inserts the
PDF file name into the Filename box. See Figure 12.

Figure 12

Criminal + Query

3:02-cw-00555-TY Calpin v, Terruso

Select the pdf document (for example: CA99cv301-21 pdf).

Chkdy Documents\FOP3_0Z2_ow bhbpdf ) |

Attachments to Document: ™ Mo Tes

Nextl Clear |

Note: Ensure the highlighted file name appears in the File name field on the screen.

If there are no attachments to the document, click on [Next].

In the event you selected a highlighted file that is not in PDF format, ECF will display the error
message depicted in Figure 13, after you click on the [Next] button. ECF will not permit you to
file a document that is not in PDF format.

Figure 13

Criminal - Ouery

Motions
202 cw-00555-TI Calpin v. Terruso

ERRCOR: Document is niot a well formed PDF document (no further information is awvailable).

Click on the [Back] button and ECF will return to the previous screen. Select and highlight the
PDF file and proceed as before.
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Failure to Select a Document to File

If you fail to select a document to file, ECF will display the error message depicted in Figure 14.

Figure 14

ecl-train.dcd. uscourts. gow - [JavaScrip

& M ate; o have not selected a document,

If you click [OK] on the screen depicted above, ECF will return you to the Motions screen.
You cannot proceed without attaching a PDF document.

If you do not have attachments to the document you are filing, select [No]. Click on [Next] and
proceed to Section 6 - Refining the Docket Text.

Page Limits
If a file exceeds 2MB it must be split into smaller files, the following are suggested:

1.

Word Processing Documents Converted to PDF
Documents created with a word processing program such as WordPerfect or Microsoft
Word and correctly converted or published to PDF format will generally be smaller than
a scanned document. To create a compact PDF file, use the following setting on your
word processing software:

A. The output should be in Grayscale. Color will make the document larger.

B. Use Basic Font Sets and Not Embedded Fonts

Scanned Documents - Documents scanned to PDF are generally much larger than those
created using a word processing system. If graphs or color photos are included, one page
may exceed the 2MB size limit.

A. Your scanner output should be set to Not to Exceed 200 DPI Resolution.

B. Color scanning should not be included at all. Again, use Grayscale.
A 50 page document scanned to PDF will most likely equal 2 MB.

To verify that the size of a document is below the 2MB limit, right-click on the PDF
document to open a Quick Menu. Select Properties. This will open a window that
provides file size information. If the file size is less than 2MB, (1024KB equals 1MB) it
can be filed electronically. If it is more than 2MB, it will need to be divided into two or
more files, with each file being 2MB or less.
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If you have attachments to your document, select [Yes] after Attachments to Documents. See
Figure 15.

Figure 15

Motions
202 cv-DISTT-ESH-PW v LIS A

Date document fled (mandatory)
114342003

Select the pdf document (for example: CA19%9cv501-21.pdE).

Filename
Browse.

|CAMotice of Motiqn.pdﬂ i
Attachments to Document: O 1o &) Yes

Click on [Next] and proceed to Section 5, "How to Add Attachments to Documents Being
Filed".

5. Filing Attachments and Exhibits

A Filing User must submit in electronic form all documents referenced as exhibits or attachments,
including briefs, in accordance with the guidelines set forth in this User Manual. A Filing User shall
submit as exhibits or attachments only those excerpts of the referenced documents that are directly
germane to the matter under consideration by the court. Excerpted material must be clearly and
prominently identified as such. The court may require parties to file additional excerpts or the
complete document.

The Clerk’s Office strongly recommends creating documents that are being electronically filed with
a word processing software package (e.g.,Word or WordPerfect) and converting them into PDF
rather than scanning the documents. Scanning the document creates a much larger file.
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How to Add Attachments and Exhibits To Documents Being Filed

If you acknowledged the need to attach documents to the document during the previous step, a new
screen appears as depicted in Figure 16.

Figure 16

EE F Civil » Criminal + Query = Reports  « Utilities Logout

Motions
302-cy-00555-TI Calpin v Terruso

Select one or more attachmenis.
11 Enter the pdf document that containg attachment (for example: Chappendizpdf).

Filename

| Browse... |

[ At wour option, select a document type andfor enter a description.
Type Description

[ & dd the filename to the list box below, If yow have more attachments, go back to Step 1. When the list of filenames is complete, click on the Next
button.

Add to List
Remove from List |
[t |

Click on [Browse] to search for the document file name of the attachment.

Navigate to the correct directory on your system to select the PDF document you wish to file.

Highlight the file you wish to attach. Double- click on the selected document or click the Open
button.

Note: Ensure the highlighted file name appears in the Filename field on the screen.

Next to the field for Attachment Type, click on the arrow and ECF opens a drop-down screen.
Highlight the type of attachment from the displayed selection.

If you wish to describe the attachment in greater detail, click on the description box and type a
clear and concise description of the attachment.

Click on [Add to List].
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Repeat the sequence for each additional attachment.
After adding all the desired PDF documents as attachments, click on [Next].

The previous screen closes and ECF opens a new window as depicted in Figure 18.

Example - Proposed Orders

A proposed order shall be electronically filed as an attachment to a motion electronically filed
and should be described as such by using the drop-down box and selecting "Text of Proposed
order".

Figure 17

ISelect one or more attachments.
1} Enter the pdf document that contains attachment (for example: Clappendix. pdf).
Filename

[E:\PDFs‘\proposedo. [Browsen|

[2) At your option, select a document type and/or enter a description.
Type Description

| Propoged ..;_'L

[3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is
leomplete, click on the Next button.

E:\PDFs\proposedo,pdf T

Remove from List I

| Nex |

ECF adds the selected document as an attachment to the motion. A new screen opens to display
the file name of the newly attached document.

Repeat the sequence for each additional attachment.
After adding all the desired PDF documents as attachments, click on [Next].

The previous screen closes and ECF opens a new window as depicted in Figure 18.

6. Refining Docket Text

Click on the button shown in Figure 18 to open a modifier drop-down list. You may select one
of the words in the drop-down list or leave the field blank.

Click on the field next to the party's name and type a description of the document or leave it
blank. The description entered will appear in the docket text.

Completing these text boxers is optional, provided the docket text is accurate

Click on the [Next] button to continue.
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Figure 18

Criminal . Query - Reports . Utilities

Motions
3:02-cv-00555-TIV Calpin v. Terruso

Docket Text: Modify as Appropriate.

First '| MOTION for Preliminary Injunction fto cease and desist from by Kevin
Calpin . (Attachments: # (1) Proposed Order) (attorney, )

Next| _Glear |

7. Submit Document for Filing

After verifying the docket text, click on the [Next] button. A new window appears with the
docket text for the docket report. See Figure 19.

Figure 19

Criminal . Reports . Utilities .

3:02-cv-00555-TIV Calpin v. Terruso

Docket Text: Final Text

First MOTION for Preliminary Injunction to cease and desist from assigning
plaintiff to work as a cafeteria monitor by Kevin Calpin. {Attachments: # (1)
Proposed Order)(attorney, }

Attention!! Pressing the NEXT button twice on this screen commits this transaction. You will
have no further opportunity to modify this transaction if you continue.

Clear I

Review the docket text and correct any errors. If you need to modify data on a previous screen, click
the [Back] button on the browser toolbar to find the screen you wish to alter.
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Click on the [Next] button to file and docket the pleading.

Note: The screen depicted in Figure 19 contains the following warning:
Pressing the NEXT button on this screen commits this transaction. You will have no
further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens by:

1. Clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction. ECF will
reset to the beginning of the process you just selected.

2. Clicking on the web browser [Back] button until you return to the desired screen.

8. Notice of Electronic Filing

ECF opens a new window displaying the Notice of Electronic Filing.

The screen will provide confirmation that ECF has registered your transaction and the document is
now an official court document. It also displays the date and time of your transaction and the
number that was assigned to your document.

The Notice of Electronic Filing screen contains a hyperlink to the filed document. Clicking on the
document number on the Notice of Electronic Filing screen will allow you to view the filed
document. The Filer is allowed one “free” look at the document to verify it was filed properly.

The Notice of Electronic Filing screen also contains a hyperlink to the docket sheet. Clicking on the
docket number on the Notice of Electronic Filing screen will allow you to view the docket sheet.

The court strongly urges that the document be copied to your hard-drive or network for future
access. Subsequent retrieval of the case docket sheet and document from ECF must be made through
your PACER account and is subject to regular PACER fees.
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Note: The Notice of Electronic Filing represents your electronic file stamp, you may want to
copy it to a file on your network or your computer's hard-drive, print it and/or retain a hard copy
in your office file.

Select [Print] on the browser toolbar to print the document receipt.

Select [File] on the browser menu bar, choose Save As. . . from the drop-down window to save
the receipt to a file on your network or the hard drive of your computer.

The Notice of Electronic Filing displays the names and e-mail addresses of the attorneys who have
registered as ECF Filing Users and will receive electronic notice of the electronically filed document.
Transmission of the Notice of the Notice of Electronic Filing constitutes service of the filed
document on Filing Users. The Notice also displays the names and addresses of individuals who
will not be electronically notified of the filing. It is the filer's responsibility to serve hard copies
of the document and the Notice of Electronic Filing to attorneys and parties who are not registered
for electronic notification.

E-Mail Notification of Documents That Were Filed

After a document is electronically filed, the ECF System sends a Notice of Electronic Filing via
email to the designated attorneys who have registered as ECF Filing Users. Filing Users who receive
electronic notification of the filing are permitted “one free look” at the document by clicking on the
associated hyperlinked document number embedded in the Notice of Electronic Filing. The one
“free look” will expire 15 days from the date the Notice of Electronic Filing was transmitted. The
court strongly urges that the document be copied to your hard-drive or network for future access.
Subsequent retrieval of the case docket sheet and document from ECF must be made through your
PACER account and is subject to regular PACER fees.

Reminder: It is the filer's responsibility to serve hard copies of the document and the Notice of]
Electronic Filing to attorneys and parties who are not registered as ECF Filing Users.

A certificate of service must be included with all documents filed electronically. The
certification of service must indicate how service was accomplished i.e., electronically and/or
other means as provided in Fed. R. Civ. 5(b).

Add/Create a New Party

In some instances you will be required to add a party to the ECF System. For example, when filing
an answer if you checked that you are filing a counterclaim, cross-claim, or third party complaint,
you will be prompted to select the party against whom you are filing.
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Figure 21

Answers to Complaints
202-cv-01517-FSH-EW w, LISA

[ Does thiz filng mclude a connterclanm 7 (If yes, click on the boz)

[(1Dwes this filing include a cross-clamn 7 (If yes, click on the box)

[ Daes this filing inchide a thivd-party complaint? (If yez, click on the hox)
Carrent Jwny Dlemand value is highlighted on a subsequent sereen.

If the lughlighted value is corvect, do NOT change it.

+ I ONLY PLAINTIFF has demanded jury, value should be p (Plamtiff)

+If ONLY DEFENDANT has demanded jury, value should be 4 (Defendant)
+ If BOTH sides have demanded jury, value should he b (Both)

Next Clear

If you are filing against a party already in the case, select the party from the list and click the [Next]
button. If the party is not on the list, click on Add/Create New Party. The screen depicted in
Figure 22 will appear.

Figure 22

SECF

Search for a party

Last/Business name ||

Search | Clearl

You must first perform a search to see if the party you wish to add is already entered in the ECF
system. Type the first few letters of the party’s last name for an individual, or the first few letters of
the company name. Click [Search]. All party names and party text should be entered in ALL
UPPER CASE LETTERS.
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Note: As with any database, before entering information into ECF, it is important to do a
thorough search to be sure the information has not been entered previously. When searching for
a party name, you may need to scroll down through the entire list to determine if the party name
is already in the database. REMEMBER ALL PARTY NAMES AND PARTY TEXT
SHOULD BE ENTERED IN ALL UPPER CASE LETTERS.

If the name you typed matches any entered in the ECF system, the next screen will display a list of
party names that match.

If the name of the party you wish to add appears on the list, click on it to highlight it, and then click
on [Select name from list]. Review the party information and select the party’s role in this filing.
Click [Submit].

If a match is not found, or the party you wish to add does not appear in the list, click [Create new
party]. This will bring up the party information screen. See Figure 23.

Figure 23
Party Information
Last name |  Furstuame
Muddle name | ' Generatinn: Title
Role :Defendant(dﬂ:pty) vl Pro se o vl
Prisoner 4 Office
Tt - Adbess ]
Adidress 1 - Address 3
City | St Ip
Comty - V Cuunh'y: |
Plione . Fax
E-mail
Panty text |

Statdate 10262003

[ Submit H Cancel ‘ lCIear‘

The system will automatically fill in the last name field with the name for which you searched.
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For an individual, fill out the Last name, First name, Middle name, and Generation (e.g., Jr., Sr.)
fields as appropriate. Choose the appropriate Role from the drop down list. Leave all other fields
blank. Click on the [Submit] button.

Note: It is not necessary to complete the Title field. Include titles or roles, such as Executor of...,
in his capacity as...,Commission of ...., etc. in the Party text field.

For a business, agency or other entity, enter the entire name in the Last name field. Choose the
appropriate Role from the drop down list. Leave all other fields blank. Click on the [Submit]
button.

Note: Exclude the words “The” from the entry and exclude all punctuation.

Example: The Smith Brothers, Inc.
Enter as: SMITH BROTHERS INC

REMEMBER ALL PARTY NAMES AND PARTY TEXT SHOULD BE ENTERED IN ALL
CAPITAL LETTERS.

Linking Documents

Some documents should be “linked” to their related documents in the case. For example, the answer
would be linked to the complaint. When filing certain types of documents, you will be asked if you
wish to refer the document to an existing event. An “event” in ECF is anything that has been filed
in a case. To link the document you are currently filing to a previously filed document, check the
box in front of “Refer to existing event(s)?” and click the [Next] button. You have the option of
entering filed dates or document numbers if you would like to further narrow your search.

Figure 24

Service of Process:
202000181 7-ESH-PW v LIS A

[|Refer to existing event(s)?
Filed to
Documents : o |

=3
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The next screen prompts you to select the document(s) in the case that you want to link to. See
Figure 25. Check the box in front of the document(s) you wish to link to and click the [Next] button.

Figure 25

Service of Process:
202-cv- U151 7-FSEH-PW v LUSA

Selact the apprapriate event(s) fo which your event relates:!

[ 06/24/2002 7 AMNSWER to Complaint, COTNTERCLATM against ELATHE GUITERREZ
BARCO by USA "Wicerth of service. (JB, ) (Entered: 07/15/2003)

[ 06/24/2002 8 THIRD PARTY COMPLATNT against ELATNE GUITERREZ BARCO | filed
by USA.(TB, ) (Entered: 07/15/2003)

[ 06f26/2002 8 Summons Issued as to ELATNE GIUITEEREZ BARCO third party Detendant.
(TB, ) (Entered: 07/15/2003)

[ 0752002 10 SCHEDULING ORDEER: Status Conference set for 7192002 08:00 AN before
Ilamstrate Judge Patty Shwartz. on 07/19/02. (JB, ) (Entered: 07/15/2003)

|Nex1| Clear

Instructions for Filing a Substitution of Attorney

1. From the Civil Events menu under Other Filings click on Other Documents.
Click on the arrow to reveal the Other Document events menu.
Scroll through the menu and highlight Substitution of Attorney.
Click [Next].

2. Enter the number of the case for which you are filing the Substitution of Attorney and click
[Next].
The system will display the case number and case caption.
If correct, click [Next].

3. Click on [Browse]. A File Upload screen will appear.
Navigate to the appropriate directory and select the PDF document you wish to file. Double
click on the selected document or click [Open] on the screen.
ECF closes the File Upload screen and inserts the PDF file into the Filename box.

4. If you have an attachment to the Substitution of Attorney (e.g., Certificate of Service) select
[Yes] after Attachments to Document: and Click [Next].
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10.

1. Click on [Browse]. Navigate to the appropriate directory and select the PDF file
you wish to attach. Double click on the selected document or click on [Open].

2. Click on the arrow next to the Type field and ECF opens a drop-down menu.
Highlight the type of attachment from the displayed selections. If you wish to
describe the attachment in further detail click on the Description box and type a
description of the attachment.

3. Click on [Add to List] Repeat the steps for each additional attachment. When
done adding attachments, click [Next].

Search for an Attorney screen will appear.

Enter new counsel’s last name or Bar ID (First and last initial and last four numbers of Social
Security number)

REMEMBER: Enter all names in all UPPER CASE LETTERS.

Click [Search]. An Attorney Search Results screen will appear.

Highlight the new attorney’s name.

Click [Select Name From List]

An Attorney Information screen will appear.

Review the information on this screen.

Counsel may change the address information on this screen, if it is incorrect.
Counsel should also file a Notice of Change of Address with the Clerk’s Office.
Click on [Add Attorney]

Local Civil Rule 10.1(a) requires counsel to file a change of address within 5 days after
a move.

Select A Party screen will appear. Select the party(ies) the new attorney represents.
Select the party(ies) in every role (i.e., defendant, cross claimant, third-party plaintiff)
Click [Next]

Select [End Attorney Selection]

Select the attorney withdrawing from the case for each party.
Click [Next]

The system will display the case number and case caption.
Click [Next].

The Docket Text screen will appear.

The text will indicate a Substitution of Attorney was filed and will include the name of the
attorney added, the name of the party and the name of the attorney withdrawing from the
case.
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To accept the text - click [Next]

11. The Notice of Electronic Filing will be displayed.

Criminal Events Feature
Filing Documents for Criminal Cases

After successfully logging into ECF, follow these steps to file a document.

For purposes of describing the Electronic Filing process and the ECF screens, this
section of the User Manual describes the process for filing a Motion in a criminal
case in ECF.

1. Select the type Criminal Event that is being filed.

Select Criminal from the blue menu bar at the top of the ECF screen.

3 A
U Cwil »  Criminal +  Query o+  Reports +  Uiities +  Logout o_

The Criminal Event window opens displaying all of the events from which you may choose for your
filing. See Figure 26.

This section of the User's Manual describes the process for filing a Motion in a criminal case in
ECF. The process is similar for filing other documents in ECF.

Click on Motions, under Motions and Related Filings.
Figure 26

I

Criminal Events

C F Civil  + Criminal

Charging Instruments and Pleas
Plea-Related Documents

Motions and Related Filings
Motions

Oither Filings
Warvers
Service of Process
Natices
Trial Documents

Appeal Documents to USCA
Other Documents
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The Motions screen appears and displays a motion selection field with a scroll bar next to it. See
Figure 27. Scroll through the menu until you find the type of motion or application you wish to file.

Highlight the appropriate motion event and click the [Next] button.

Tip: Type the first letter of the title of your document. ECF will scroll within the drop down
box to the first document that begins with the letter you typed.

Note: To select more than one event press and hold down the Ctrl key, and click on each of the
desired multiple forms of relief.

Figure 27

Criminal

Motions

Sever ;l

Strike

Substitute Attnrnei

“acate

“acate (Z255)

Withdraw Document =
Withdraw Plea of Guilty ~|

Nextl Clearl
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2. Locate the Case for Which the Document is Being Filed

A new Motions screen opens with a Case Number field. See Figure 28. Enter the number of the
case for which you are filing a motion and click on the [NEXT] button. Examples of acceptable
formats for the entry of case numbers are listed to the right of the Case Number field.

If the number is entered incorrectly, click the [CLEAR] button to re-enter. When the case number
is correct, click on the [NEXT] button.

Figure 28

Criminal

Motions

Case Number

"32 -1o0 00-12345, 100 cw-12345, 1-00 012345 000w12345, or 1:00c+w12345

Mext | Clear

Note: If the case number you are filing in is 1:02cr100, you could enter the case number in any
of the following formats:

02-100
02cr100
1:02-cr-100
1-02-cr-100
1:02¢cr100

Note: ECF defaults to the last case in which you worked. Ensure the proper case number is
entered in this field to avoid filing your document to the wrong case. The case number format is
Year-Number. The case type is not needed. If ECF finds a civil and criminal case with the
same number it will list both cases. You will need to place a v in the box next to the
appropriate case number. See Figure 29.
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If you submit a case number that is formatted incorrectly, ECF will prompt an error message
advising you of the correct format for entering the case number.

Click [OK] to acknowledge and close the error message. Click on the [CLEAR] button on the
screen and re-enter the case number in the correct format.

Click on the [NEXT] button.

3. Designate the Defendant(s) that the filing relates to.

If the case has more than one defendant, the system will display a defendant selection screen.
On this screen select the defendant(s) for whom you are filing the document, then click the
[Next] button. See Figure 29.
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Figure 2%

4. Designate the Parties for Whom the Document is being filed.

A screen with a list of parties in the case is displayed. See Figure 30.
Figure 30

[=]2)X]

File Edt View Favortes Tools Help

Q- © X B G‘piearth S Foortes @ Media @‘ R & U=
dcess | ] hitps: ject-train.njd.cire3.denjcgi-binflogin pIPS33405574096589-L_236_0-1 EER

mywebsearch - | - il ‘opSuater es ~ @ Myino 205 Customize

o
Criminal . qQuery Reports . . Logout 2

ANDERSONN, RICHARD (1) [Detfendant]
SMITH, SYDNIE THORNTON (2) [Detendant]

R
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Highlight the name of the party or parties for whom you are filing the motion.
After highlighting the parties filing the motion, click on the [NEXT] button.

5. Specify the PDF Document to File

ECF accepts the party or parties you selected and displays a new screen. See Figure 31.
ECF displays a field for locating and entering the PDF file of the document you are filing.

Note: Itis imperative that you attach an electronic copy of the actual document when prompted by
the system. You can not proceed without attaching a PDF document. All documents that you intend
to file in ECF MUST be in PDF format. Otherwise, ECF will not accept the document for filing.

Figure 31

Criminal

Motions
&:02-cr-00100 USA v Cassudy et al

Select the pdf document (for example: CA9%9cw501-21 pdf).

Filename

[ Browse... |

Attachments to Document: & Mo © Yes

Mext | Clear |

Click on the [Browse] button. ECF opens the screen depicted in Figure 32.
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Figure 32
File Upload HE

Look n: [ =3 POF Files - i

File name: I Dpen

Files of type: IHTML Files =] Cancel |

i
Change the Files of type from:
Files af tupe: IHTML Files j
to:
Flles of ype:  [Aciobat [* pof] H
or:
Files of twpe: Ihll Files: [*%) j

Navigate to the appropriate directory on you local or network drive to select the PDF document you
wish to file.

Highlight the file to upload to ECF.
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Note: To verify you have selected the correct document, right mouse click on the highlighted file
name to open a quick menu and left mouse click on [Open]. See Figure 33. Adobe Acrobat or
Acrobat Reader will launch and open the PDF document that you selected. You should view the
document to verify that it is the correct document. Once you have verified the document is correct,
close Adobe Acrobat.

Figure 33

File Upload
Lack in: | = PDF files ~|

' cassidy-rnotio

Select
@ Print
i -

Click on the [Open] button on the screen. ECF closes the File Upload screen and inserts the PDF
file name into the file name box and location in the Motions screen. See Figure 34.

If there are no attachments to the document, click on [Next].

Figure 34

Criminal

Motions
3:02-cr-00100 USA v. Cassidy et al

Select the pdf document (for example: CA199cv501-21 pdf).

Filename

IC:\Hg Documentsy PDF fileshcassidy-m Browse... |

Attachments to Document: * No © Yes

Mext | Clear |

In the event you selected a highlighted file that is not in PDF format, ECF will display the
error message shown in Figure 35, after you click on the [Next] button. ECF will not permit you
to file a document that is not in PDF format.

Click on the [Back] button and ECF will return to the previous screen. Select and highlight the PDF
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file and proceed as before.

Figure 35

Hary + taprts . Itilities

Page Limits
If a file exceeds 2MB it must be split into smaller files, the following are suggested:

1.

Word Processing Documents Converted to PDF
Documents created with a word processing program such as WordPerfect or Microsoft Word
and correctly converted or published to PDF format will generally be smaller than a scanned
document. To create a compact PDF file, use the following setting on your word processing
software:

A. The output should be in Grayscale. Color will make the document larger.

B. Use Basic Font Sets and Not Embedded Fonts

Scanned Documents - Documents scanned to PDF are generally much larger than those
created using a word processing system. If graphs or color photos are included, one page
may exceed the 2MB size limit.

A. Your scanner output should be set to Not to Exceed 200 DPI Resolution.

B. Color scanning should not be included at all. Again, use Grayscale.
A 50 page document scanned to PDF will most likely equal 2 MB.

To verify that the size of a document is below the 2MB limit, right-click on the PDF
document to open a Quick Menu. Select Properties. This will open a window that
provides file size information. Ifthe file size is less than 2MB, (1024KB equals 1MB) it can
be filed electronically. If it is more than 2MB, it will need to be divided into two or more
files, with each file being 2MB or less.
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Failure to Select a Document to File
If you fail to select a document to file, ECF will display the error message depicted in Figure 37.

Figure 37

eck-train.ned_uscourts_gov - [JavaScript Application]

& MNaote: You have not selected a document.

If you click [OK] on the screen depicted in Figure 36, ECF will return you to the Motions screen.

If you do not have attachments to your document, select [No]. Click on [Next] and proceed to
Section 7 - Refining the Docket Text.

If you have attachments to your document, select [Yes] after Attachments to Documents:
6. Filing Attachments and Exhibits

A Filing User must submit in electronic form all documents referenced as exhibits or attachments,
including briefs, in accordance with the guidelines set forth in this User Manual, unless otherwise
ordered by the court. A Filing User shall submit as exhibits or attachments only those excerpts of
the referenced documents that are directly germane to the matter under consideration by the court.
Excerpted material must be clearly and prominently identified as such. The court may require parties
to file additional excerpts or the complete document.

The Clerk’s Office strongly recommends creating documents that are being electronically filed with
the Court with a word processing software package (e.g., Word or WordPerfect) and converting

them into PDF rather than scanning the documents. Scanning the document creates a much larger
file.

How to Add Attachments and Exhibits To Documents Being Filed

If you acknowledged the need to attach documents to your motion during the pervious step, a new
screen appears as depicted in Figure 38.
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Figure 33

Motions
203-cr00320-KSH USA v, ANDERSOMNN

Select one or more attaclunents.
1) Enter the pdf document that contamns attachment {for example: Clappendsz pdf).

Filename

|. Browse

2) At your ophion, select a document type andfor enter a description,
Type Description

v

3) Add the filename to the lst bex below. If vou have more attachments, go back to Step 1. When the list of filenames is complete, click on the Mesxt button.

[ AddtoList
Femowve from List

MNext

Click on [Browse] to search for the document file name of the attachment.

Navigate to the correct directory on your local or network drive to select the PDF document you wish
to file.

Highlight the file you wish to attach.

Note: Ensure the highlighted file name appears in the Filename field on the screen.

Next to the field for Attachment Type, click on the arrow and ECF opens a drop-down screen.
Highlight the type of attachment from the displayed selection.

If you wish to describe the attachment in greater detail, click on the description box and type a clear
and concise description of the attachment.

Click on [Add to List].
Repeat the sequence for each additional attachment.

After adding all the desired PDF documents as attachments, click on [Next].

Example - Proposed Orders

A proposed order shall be electronically filed as an attachment to a motion electronically filed and
should be described as such by using the drop-down box and selecting "Proposed order”.

The screen depicted in Figure 38 will close and ECF opens a new window as depicted in Figure 39.
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Figure 39

Select one or more attackments.
1) Enter the pdf document that contains attachment {for example: C:appendix.pdf).
Filename

|E:\PDFs\proposedo. |Browsen |

12) At your option, select a document type and/or enter a description.

Type Description

':ul.u,ei -:'-r-:l

3] Add the filename to the list box below., If you have more attachments, go back to Step 1, When the list of filenames is
t'ﬂmpittt, click on the Next button.

o ] N
E:\PDFs\proposedo,pdf Add o List

Remove from List I

™

ECF adds the selected document as an attachment to the motion. A new screen opens to display the
file name of the newly attached document.

Repeat the sequence for each additional attachment.
After adding all the desired PDF documents as attachments, click on [Next].

The screen depicted in Figure 39 closes and ECF opens a new window as depicted in Figure 40.

7. Refining Docket Text

Click on the button shown in Figure 40 to open a modifier drop-down list. You may select one of
the words in the drop-down list or leave the field blank.
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Figure 40

Criminal

Reports + Utilities

Motions
B02-ce-00100 TS A v Cassicy et al

Docket Text: Modify as Appropriate,

| 'I MOTION to Suppress |

hy Attorney Luta K. Pleiss as to defendant(s) Butch
ke Kid . (Pleiss, Luta)

Amended

Ex Parte
Final
JInterim

Joint
Supplemental

Click on the open text area and type a description of the document or leave it blank. The
description of the document will appear in the docket text.

8. Submit the document for filing.

After entering the docket text, click on the [Next] button. A new window appears with the
docket text for the docket report. See Figure 41.
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Figure 41

EECF Civil  + Criminal ~ +  Query ¢ Reports { Uilities

Motions
B02-cr-00100 USA v. Cassudy et ol

Docket Text: Final Text

Amended MOTION to Suppress Evidence retrieved from Defendunt's cur by Attorney Luta K. Pleiss as to defendant(s) Butch
(assidy, Sundance Kid, (Pleiss, Luta)

Attention!! Pressing the NEXT button on this screen commits this transaction, You will have no further opportunity to modify this
transaction if you continue,

Clear

Review the docket text and correct any errors. If you need to modify data on a previous screen,
click the [Back] button on the browser toolbar to find the screen you wish to alter.

Click on the [Next] button to file and docket the pleading.

Note: The screen depicted in Figure 41 contains the following warning:
Pressing the NEXT button on this screen commits this transaction. You will have no
further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens by:

1. Clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.

2. Clicking on the web browser [Back] button until you return to the desired screen.

9. Notice of Electronic Filing

ECF opens a new window displaying a Notice of Electronic Filing. See Figure 42.
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Figure 42

criminal . Query . Reports . utilities . Logout

U.S. District Court -
District of New Jersey [TRATIN]
IMotice of Electronic Filing

The following transaction was received fom James Lee entered on 107252003 at 11:4% P2 EDT and fled on 10/20/2003

Case Name: w. US4
Case Number: 202-cw-1517
Filer: ELATNE GUITERREZ BARCO

Docwnent Number: 12

Docket Text:
Maotice of Motion te Dismiss by Tnited States of America Motin set for 11/23/2003 Bref Submtted (aw, 3

The following document{s) are associated with this transaction

12:02-¢v-1517 Notice will be electronically mailed to:
2:02-cv-1517 Notice will not be electvonically mailed to:

James Lee

Lee, Lew, & Calvin, FC
50 Town Hall

Tewark, IT

& Dore = & Internet

The screen will provide confirmation that ECF has registered your transaction and the document
is now an official court document. It also displays the date and time of your transaction and the
number that was assigned to your document.

The Notice of Electronic Filing screen contains a hyperlink to the filed document. Clicking on
the document number on the Notice of Electronic Filing screen will allow you to view the filed
document. The Filer is allowed one “free” look at the document to verify it was filed properly.

The Notice of Electronic Filing screen also contains a hyperlink to the docket sheet. Clicking on
the docket number on the Notice of Electronic Filing screen will allow you to view the docket
sheet.

The court strongly urges that the document be copied to your hard-drive or network for future
access. Subsequent retrieval of the case docket sheet and document from ECF must be made
through your PACER account and is subject to regular PACER fees.
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Note: The Notice of Electronic Filing represents your electronic file stamp, you may want to
copy it to a file on your network or your computer’s hard-drive, print it and/or retain a hard copy
in your personal file.

Select [Print] on the tool bar to print the document receipt.

Select [File] on the browser menu bar, choose Save As. . . from the drop down window to save
the receipt to a file on you network or the hard drive of your computer.

The Notice of Electronic Filing displays the names and email addresses of the attorneys who have
registered as ECF Filing Users. The Notice also displays the names and addresses of individuals
who will not be electronically notified of the filing. It is the filer's responsibility to serve hard
copies of the document and the Notice of Electronic Filing to attorneys and parties who are not
registered for electronic notification.

E-Mail Notification of Documents That Were Filed

After a document is electronically filed, the ECF System sends a Notice of Electronic Filing via
email to the designated attorneys who have registered as ECF Filing Users. Filing Users who receive
electronic notification of the filing are permitted “one free look™ at the document by clicking on the
associated hyperlinked document number embedded in the Notice of Electronic Filing. The one
“free look” will expire 15 days from the date the Notice of Electronic Filing was transmitted. The
court strongly urges that the document be copied to your hard-drive or network for future access.
Subsequent retrieval of the case docket sheet and document from ECF must be made through your
PACER account and is subject to regular PACER fees. When opening a document from a Notice of
Electronic Filing, it is best to have logged into CM/ECEF first.

Reminder: It is the filer's responsibility to serve hard copies of the document and the Notice of]
Electronic Filing to attorneys and parties who are not registered as ECF Filing Users.

Public Access

A person may retrieve information from the Electronic Filing System at the court’s Internet site,
http:\\ecf.njd.uscourts.gov , by obtaining a PACER login and password. With the exception of
social security cases, a person who has PACER access may retrieve docket sheets and documents
in civil cases and criminal cases'.

Retrieval of documents in social security cases is limited and may only accessed by counsel of
record. A case or document under seal shall not be available to the public through electronic or any
other means.

'The Judicial Conference of the United States, has agreed to permit remote public access
to electronic criminal case file documents filed after November 1, 2004.


http://www.njd.uscourts.gov
http://www.njd.uscourts.gov

Sensitive Information

As the public may access certain case information over the internet through the court’s Electronic
Filing System, sensitive information should not be included in any document filed with the court
unless such inclusion is necessary and relevant to the case. Documents in social security cases may
be excluded from the redaction requirements as they are not electronically available to the public
over the internet pursuant to the privacy policy of the Judicial Conference of the United States.

If sensitive information must be included, the following personal data identifiers must be partially
redacted from the document, whether it is filed electronically or in paper form:

1) Social Security numbers to the last four digits,
2) financial account numbers, to the last four digits,
3) dates of birth to the year,

4) names of minor children to the initials, and;

5) home addresses to the city and state

In compliance with the E-Government Act of 2002, a party wishing to file a document containing
the personal data identifiers specified above may either:
1) file an unredacted document under seal, or;
2) file a redacted version of the document and file a reference list under seal.
The reference list shall contain the complete personal identifier(s) and redacted
identifier(s) used in its (their) place in the filing. All references in the case to the
redacted identifiers included in the reference list will be construed to refer to the
corresponding complete personal data identifier. The reference list must be filed
under seal and may be amended as of right. Either document shall be retained by the
court as part of the record.
The court may, however, also require the party to file a redacted copy for the public file.

The filer of the document has the sole responsibility for redacting this information from the
document. The Clerk will not review each filing for redaction.

Additionally, because filings will be available electronically and may contain information
implicating not only privacy but also personal security concerns, the Court encourages counsel and
litigants to exercise caution when filing documents that contain the following information:

1) Personal identifying numbers, such as a driver’s license number;
2) Medical records, treatment, and diagnoses;

3) Employment history;

4) Individual financial information; and

5) Proprietary or trade secret information.

Additional items of r Criminal cases only:
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6) Information regarding an individual’s cooperation with the government;
7 Information regarding the victim of any criminal activity;

8) National security information;

9) Sensitive security information as described in 49 U.S.C. U.S.C. § 114(s).

Counsel are strongly urged to share this information with all clients so that an informed decision
about the inclusion of certain material may be made.

It is the sole responsibility of counsel and the parties to be sure that all documents and pleadings
comply with the rules of this court in connection with the redaction of personal identifiers. The
clerk will not review each filing for redaction.

Counsel and the parties are cautioned that failure to redact personal identifiers and/or the inclusion
of irrelevant personal information in a document filed with the court may subject them to the full
disciplinary and remedial power of the court, including sanctions pursuant to Fed. R. Civ. P. 11.

Query Feature

Participants with a PACER account can use this feature to query the Electronic Case Filing (ECF)
system for specific case information. To enter the Query mode, click on Query from the Blue menu
bar of ECF which opens up the PACER Login screen.

z )
UECF Civil » Criminal v Query Reports +  Utlites +  Logout o_

You must enter your PACER login and password before ECF permits you to query the database.
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Figure 43

Notice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry is

prohibited subject to prosecution under Title 18 of the S, Code. All activities and
access attemnpts are logged

Instructions

Enter your ECF login and passward for electronic filing capabilities. f you do not need
filing capabilities, enter your PACER login and passwiord . [f you da not have a PACER
lagin, contact the PACER Service Center to establish an account. You may register
online at hitpfipacer psc uscourts gov or call the PACER Service Center at (800) 676-
6856 or (210) 301-6440

An access fee of $.07 per page, as approved by the Judicial Conference of the United
States at its September 1998 sessian, will be assessed for access to this service. At
that time all inquiries will be charged ta your PACER account. If you do not need filing
capabilities, enter your PACER login and password. The Client code 15 pravided to
the PACER user as a means of tracking transactions by client. This code can be up to
thirty twa alphanumeric characters lang.

Authentication

Login
Password

Client code:

[ Make this my default PACER login

Feset

Selecting a Case to Query

After you enter your PACER login and password, ECF opens a Query data entry screen as
depicted in Figure 44.

Figure 44

Query  « Reports Logout

0.8, District Court U.S. District Court PACER
PACER

e Daocket Repart Search: Civil cases as of May 1, 1999; Criminal cases as of Oct 1, 1995
phions

= Docket Report Search
+ Review Billing History

Case Number: 02e11580

+ Local Options
a Help (User Guide
4 Mew Login

Party Nare:

Filing Date: | to
Client code:

Last Update Date: to

Update

Por questions or
comments

s Soiich Sarphes:

PACER Service Center Cuse Searches: Party Secrches: Duze Searches:
98-123 Smith 01/19/98 to 01/23/98
1:00cr123 Smith, T 1/19/2000 to 1/23/2000
99cr024 Smithsonian Institution 1/19/1998 to
11999 er 00567 Stni 01/4/2000 to 1/04/1
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Note: Your PACER login and password are different from your ECF login and password. You
must have a PACER account in order to retrieve, view, and print certain documents. A fee
increase from .07 cents per page to .08 cents per page for Public Access to Court Electronic
Records (PACER) was approved by the Judicial Conference of the United States at its September
2004 session, this increase became effective 1/1/05. The charge is for viewing, printing, and/or
downloading case documents and dockets. The maximum amount you will be charged is $2.40
or 30 pages viewed, printed or downloaded. You will not receive a bill from the PACER Service
Center until you have incurred charges in excess of $10.00.
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If you know the number the Court has assigned to the case, enter it in the Case Number field and
click on the [Search] button. You may also query the PACER database by the name of the party or
an attorney to the case. Enter the last name or business name of the party in the Party Name field.
If more than one person with that name is in the database, PACER returns a screen from which to
select the correct name. See Figure 45.

.8, District Court
PACER

Options:
s Docket Report Search
s Rewview Billing History
s Local Options
= Help (User Guide)
4 Hew Login

Cliant cads:

Update

For questions oy
COMMENTS

please confact
FPACER Service Center

Figure 45

Party Selection Page
LABRUMA, ANTHOMY I
LABRUNA, CARMEN
LABRUMA, MICHOLAS

There were 3 matching party name records found.

PACER Service Center

Transaction Receipt

104272003 16:16:36

[PACER Login: usd2ld Client Code:
|Description: party select  Search Criteria: [LABRTIN A
|Billable Pages: 1 Cosi: .07

If you click on the name of the party, PACER will open the case summary screen depicted in Figure
46. After querying the database by case number or name, ECF opens the case summary window for

the specific case you suggested.

Figure 46

Criminal . Query . Reports utilities . Logout

U.S. District Court
PACER

Optiens:
2 Docket Report Search
= Review Billing History
4 Local Options
s Help (Uses Guide)
2 Hew Login

Client code:

For questions or
commenis
please contact
PACER Sarvice Center

Case Summary
Case Mumber: 202cw01150
Case Title: THOMPSON v. SECRETARY OF THE DEP
Filed on: 03/14/02
Last Updated on: 04/15/03

Full Report Length: 4 pages Full Report Cost: § 0.28

Flease pick the way you would like the docket report to be displayed.
@ Full Formatted Report O Full Report in Plain Text
O Display Recent Events O Select Event Date Range

I you picked 'Select Event Date Range', please enter the range of dates below
Starting Date J Ending Date {(mm/ddivy)

[l Check here if you want Heading and Party mformation
mcluded when the events selected by date range are displaved.

Display Report Clear

Display Cost: § 0.07 per page
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At the top of the window, PACER displays the case number, case title, date the initial claim was filed,

and the date of the last filing for the case.

You may select a date range for your case summary report. You may also select heading and party
information to be included when the events selected by date range are displayed. After you have
selected the parameters for your report, click on the [Display Report] button. PACER will run your
custom docket report and display it in a window as depicted in the Figure 47.

U8, Districi Court
PACER

Ciptions:
s Docket Report Search
s Review Billing History
+ Local Options
« Help (Wser Gruide)
2 Mew Login

Client cade:

Update

For questions or
comments

please confact
FPACER Service Cenfer

STEVEN ©. THOMPICH
plaintiff

W

SECRETARY OF THE DEPLRTMENT OF

Diocket as of April 15, 2003 11:23 pm

Figure 47

Weh PACER (v24)

U.S. District Court
District of New Jersey (Newark)
CIVIL DOCKET FOR CASE = 02-CV-1150
THOMPSON v. SECRETARY OF THE DEP, et al

Filed: 03/14/02
Lesigned to: Judge William T hlartin
Demand: $0,000
Nature of Sutt: 864
Lead Docket: None
Junsdiction: T3 Defendant
Dkt# in other court: Mone
Cause: 42:405 Review of HHS Decision (335ID)

STEVEN C. THOMPSON
[COR LD HTC]

#3E

365 MAIN AVE.
PASSAIC, NJ 07055
{973) 773-6861

ANTHONY J. LABRUMNA, JE.
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Reports Feature

The Reports feature of ECF provides the user with report options. After selecting the Reports
feature from the Blue menu bar, ECF opens the Reports screen depicted in Figure 49.

Figure 49

Criminal Query Reports utilities Logout

Reports

Diocket Sheet Cival Reports Criminal Reports Civil and Criminal Reports
Crl Cases Critminial Cases Calendar Events

Judgment Index

Docket Sheet Report
Click on the Docket Sheet hyperlink depicted in Figure 49.

If you are not already logged in to PACER, enter your PACER login and password.

Figure 50
PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is
prohibitad subject to prosecution under Title 18 of the .S Code. All activities and
access attempts are logged

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need
filing capabilities, enter your PACER login and password. If you do not have a PACER
login, contact the PACER Service Center to establish an account. You may register
online at hitp dpacer psc Uscourts goy or call the PACER Service Center at (800} 76
G856 or (210) 301-6440.

An access fee of $.07 per page, as approved by the Judicial Conference of the United
States at its September 1993 session, will be assessed for access to this service. At
that time all inquiries will be charged to your PACER account Ifyou do not need filing
capabilities, enter your PACER login and password The Client code is provided to
the PACER user as a means of tracking transactions by client. This code can be up to
thirty two alphanumeric characters long.

Authentication

Login: |
Password:

Client code:

[J Make this my default PACER login
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Click on the [Login] button and ECF will open the PACER Docket Report Search Screen
depicted in Figure 51.

Figure 51

U.8. District Court Docket as of April 15,2003 11:23 pm Wet PACER (v2.4)
PACER
Ophions:

» Docket Report Search U.S. District Court

s Rewiew Billing History
+ Local Options

= Help ser Guide’

+ Hew Login

District of New Jersey (Newark)
CIVIL DOCKET FOR CASE #: 02-CV-1150

THOMPSON v. SECRETARY OF THE DEP, et al
Client code:

Filed: 03/14/02
Agsigned to: Tudge William J. hartim
@ Demand: $0,000
Mature of Suit: 564
Lead Doclket: MNone
Junisdiction: TS Defendant
Dlet# in other court: None

For questions or
comments
please contact
PACER Service Center

Canse: 42405 Rewiew of HHS Decision (351D
STEVEN C. THOMPSCON STEVEN C. THOMPSON
plaintifs [COR LD NTC]
H3E

365 MAIN AVE.
PASSAIC, NJ 07055
(973) 773-6861

.

SECRETARY OF THE DEPARTMENT OF ANTHONY J. LABRUNL, JR.

This is the same query window that PACER displayed when you selected Docket Report from the
Query feature. Enter the case number for your docket sheet in the Case Number field. Select
parameters for the remainder of the data entry fields and click on the [Search] button. PACER will
display a Case Selection Page, click on the case number your wish view. See Figure 52.

Figure 52

U.8. District Court Case Selection Page
PACER
¢ : Filing Last
Case Number Title =
Options: Date Updated

+ Dacket Repont Search 203000423 US4 v, ANDERSON 05/29/03  09/03/03
+ Review Billing History
+ Local Options
2 Help (User Guide)

5

s Hew Login There were 2 matching case munber records found.

2:03cwD0423 SCHER v NEW YCORE METRO COMNCE 0131405 10/01/03

Clieni cade: -
PACER Service Center

Transaction Receipt
Update

1042742003 16:52:55

For questions or PACER Login: usd2l4 Client Code:
comments Description: case search Case Number: 03 . 423
please comtact Billahle Pages: 1 Cost: on7
PACER Service Center
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Figure 53

Criminal . Query . Reports . utilities * Logout

U8, District Cours Case Summary
PACER Clase Number: 2.02cw01150
Case Title: THOMP SO v. SECEETARY OF THE DEP
Options Filed on: 03/14/02
s Dockst Beport Search Last Updated on: 04/15/03

=« Review Billing History

; Full Report Length: 4 pages Full Report Cost § 028
s Local Options

+ Help (User Guids) Please pick the way you would like the docket report to be displayed.
s lcoloph @ Full Formatted Report O Full Report in Plam Text
- © Display Eecent Events O Select Event Date Range
Clignt cade:
IFyou picked 'Select Event Date Range', please enter the range of dates below.
Starting Date Ending Date (mm/ddiyy)
For questions or [ Check here f' you want Heading and Party mformation
commants meluded when the events selected by date range are displaved
please contact
PACER Service Cenfer Display Report Clear

Display Cost: § 0.07 per page

The Case Summary page is displayed. You may select a date range for your case summary report.
Y ou may also select heading and party information to be included when the events selected by date
range are displayed. After you have selected the parameters for your report, click on the [Display
Report] button. PACER will run your custom docket report and display it as depicted in Figure 53.

Utilities Feature
View Your Transaction Log

From the Utilities feature on the Blue ECF menu bar, click on the [View your Transaction Log].
ECF opens a screen with two fields for entering the Date Selection Criteria for a Transaction Log
Report. Enter the date range for your report and click on the [Submit] button. ECF displays a report
of all your transactions in ECF within the date range you specified for Date Selection Criteria. See
Figure 54 below for a sample transaction log report. This feature, allows you to review all
transactions ECF has processed under your login and password. If you believe or suspect that
someone is using your login and password without your permission, telephone the ECF Help Desk
as soon as possible.

Use this feature of ECF to review your transactions and verify that:

. all the transactions you entered are reflected in the Transaction Log
. no unauthorized individuals have entered transactions into ECF using your login name and
password.
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Figure 54

Criminal Query Reports ies Logout
Transaction Log -~
Report Period: 10/16/2003 - 10/25/2003
Id Date Case Number Text
1072272003 05:40:27 06-6812 Edit case andfer statistical data
127120 10/21/2003 141242 1-98-cr-1231-1 DJFCERATION as to DOMALD CHRISTOPHEE. (1) count(s) 1ss-4ss (studentl, )

SetReset Deadlines as to [5] hotion to Compel Motion hearing set for 8/5/2003 10:00 AW in
Camden - Courtroom 1 before Judge Joseph E. Trenas. (th, )

127180 1072272003 02:20:56  06-6612 Opened ew CV Case 06-6612

COMPLATNT agamnst all defendants { Filing fee § 150 recept mumber 11111 JURY DEMARD,
filed by CHEIS ASADOURIAL (studentl, )

127142 | 10/22/2003 01:27:55 (1-88-cr-1231-1

127206 1072272003 09:32:40 2-06-cv-6612

127238 | 10/22/2003 0%:38:55 2-06-cv-6612 Summons Issued as to MALCOLM L JOHNS Days Due - 20. Maled to counsel (student], )
127257 10/22/2003 094147 06-6612 Party DEANNA L LISE A &Added to Case 06-6612
127261 10/22/2003 08:42:28 06-6612 Party KURT L SANDY Added to Case 06-6612

SUNDIONS Returned Executed by CHEIZ ASADOURIATN. MATCOLM L JOHNE served on
127267 10/22/2003 084447 2-06-cv-6612 141172002, answer due 1/31/2002; DEANNA L LISKA served on 1/11/2002, answer due

1312002 (studentl, )

SUMIMONS Eeturned Executed by CHRIS ASADOURIAN KURT L SANDY served on
1/15/2002, answer due 2/4/2002 (student], )

127283 10/22/2003 08:50:44  2-06-cv-6612 ANSWEE to Complaint by MALCOLM L JOHMS, DEANMA T LISKA (student], )

IOTION for Extension of Tine to File Answer re [1] Complamt by KURT L SANDY.
{Attachments: # (1) Text of Proposed Order BRIEF# (2) Affidawt TOM JONES)(student], )
OEDER granting [5] Motion for Extension of Tine to Answer re [5] MOTION for Extension of Time
to File Answer re [1] Complamt . Signed by Judge Eonald J. Hedges on 3/25/03. (student] )

AMSWER to Complant with TURY DEMAND, COUNTEECLATM agamst CHEIS
ASADOURIAN by KUET L SAMDTY (student], )

127277 10/22/2003 094643 2-06-cv-6612

127291 10/22/2003 09:59:43  2-06-cw-6612

127316 | 10/22/2003 10:03:18  2-06-cv-6612

127329 | 10/22/2003 10:12:43 2-06-cv-6612

Miscellaneous

ECF provides Miscellaneous functions within the Utilities feature menu.

. Legal Research
. Mailings
. Verity a Document

When you click on the Legal Research hyperlink, ECF opens a new screen that contains a hyperlink
to a Law Dictionary, a Medical Dictionary, and Westlaw via the internet.

When you click on the Mailings hyperlink a new screen opens for accessing mailing information
and creating mailing labels.
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When you click on the Verify a Document hyperlink, ECF opens a query screen which prompts you
to enter a case number and to specify the number of the document to be verified. Click on the [Next]
button to verify the document exists.

Logging Out

After you have completed all your transactions for a particular session in ECF you should log out.

Addresshﬂmpssﬁem prame uscourts govicg-bintogn pISS0EES4111 3281 2.L_311_0-1 j @G | Links

EECF Civil « Criminal « Query « Reports « Utilities « Logout ‘?—-

Click on the Logout hyperlink from the B/ue menu bar. ECF will log you out of the system and
return you to the ECF login screen.

Filing Documents If ECF Is Not Accessible (Technical Failures)

Occasionally, Filing Users may be unable to electronically file documents due to technical problems
with the court’s ECF system.

The clerk shall deem the court’s Electronic Case Filing web site to be subject to a technical failure
if the site is unable to accept filings continuously or intermittently for more than one hour occurring
after 12:00 noon (Eastern Time) that day. If a Filing User experiences technical failure, the
document may be submitted to the court that day in an alternative manner, provided that it is
accompanied by an affidavit of the Filing User’s failed attempts to file electronically at least two
times at least one hour apart after 12:00 noon. The following methods of filing are acceptable as
a result of only the court’s technical failure:

a. in person, by bringing the document to the Clerk’s Office on paper accompanied by a
disk or CD-ROM which contains the document in PDF format;

b. via electronic mail in a PDF attachment, sent to the following e-mail address;
ecthelp@njd.uscourts.gov.

c. through facsimile transmission to the clerk’s office where the presiding judicial officer is
stationed Camden Fax (856)757-5370; Newark Fax (973)645-6659; Trenton Fax (609)
989-2080. When a Filing User subject to technical failure submits a document by fax, the
document shall be filed electronically on the next business day.
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The initial point of contact for any Filing User experiencing technical difficulty filing a document
electronically shall be the court’s ECF Help Desk at the following numbers:

Camden (Toll free)1-866-726-0726 or 856-757-5285;

Newark (Toll free)1-866-208-1405 or 973-645 0726;

Trenton (Toll free) 1-866-848-6059 or 609-989-2004
OR

Contact the court via e-mail at ecthelp@njd.uscourts.gov.

When possible, the Clerk will provide notice on all such technical failures on the Court’s web site.

A Filing User who suffers prejudice as a result of a technical failure may seek appropriate relief from
the court.
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